FoRM “HR-AM 1 ~" " \UEST FOR RECORDS RETENTION,”’ :iDULE ScHEDULE
.1- B N % 4
W “(’f":;:":" Tv b. .ubmitted to the Records Managemen. ivision ¥ 21’?
-1 -}
Comthission Hall of Records Commission :‘%GE 1, /
1. Requesting Agency 2. Division or Bureau of Requesting Agency
) BUREAU OF PREVENTIVE MEDICINE,
@ s1ate peparTENr oF BEALTH DIVISION FOR CRIPPLED CHILDREN AND HEART DISEASE
CONTROL
originals.

3. Authorization Requested (Check only one of the squares below)

A
Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to have value

Establish retention schedule for re-
cords for which there is o continuing

accumulation. The records will cease to
have value to warrant their retention after

Microfilm and  destroy
Originals if not microfilmed would be

retained for the period of time indicated.

6. Recommendation

to warront retention.
the period of time indicated.
5. Description of Records
?‘ Describe records accurately. Include title, form number, size of documents, of Hall of Records
tem work or activity to which the records relate, inclusive dates, and quantity and Board of Public
No. {cubic or linear feet). Show recommended retention period. Works.
1.| MASTER INDEX OR REGISTER %
Sizes L®" x60 3 :
Quantitys 16 drawers and 6 boxes (7 cubic feet) = .
Dates: 1946 - - N e = E
File Arrangement: Alphabotical s ‘
Annval Accumilation: # cublo foot o o
A card is prepared for each case brought to the attention of the ,‘f%
central office by the county clinics, hospitals, or other source. a &9
The card shows the child's nams, sex, age, address, dlagnosis, < &
. disease code numbar, date reglstered, case mumber, and discharge S
date. This card 1s prepared even though the Division may not render —
any scrvices to the child, =]
: b
RECOMMERDATIONs RETAIN UNTIL INDIVIDUAL REACHES THE AGE OF TWERNTY.
-FOUR YEBARS AND THEN DESTROY.
2.| HOSPITAL ADMISSION CARDS :
|
Sizes L x 6
Quantity:s 1 linear foot
File t Alphabetical
Datess 1953 - -
Thds card 1s prepared for each patient hospitalized under the Cripplbd |
Crhildren's Program. It shouws patient's and doctor's names, county,
sex, color, age, address, parents' occupations, diagnosis, doctor's | .
recommendation, dates admitted and discharged, and notes regarding |
what charges the State will pay. It &s used in this office as a {
1
7. Agency, Division or Bureau Representative '
3 > Gz (o 55
{ Signature Tlﬂ Date
Schedule Authorized as Indicated in Col. 6 by Hall of Dlsposol Authorized as Indicated in Col. 6 by Board of
‘ords Commission. . Public Works.
//_5 /ﬂ‘é ‘v“ang W ey g 19: ﬂM \M/\/\
/ Date Archivist Secretary
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5. Description of Records 6. Recommendation

4. Describe records accurately. Include title, form number, size of documents, of Hall of Records

‘Jm work or activity to which the records relate inclusive dates and quanhty and Board of Public
: (cubic or linear feet). Show recommended retention period. Works.

check on hospital cases and is not required for audit purposes.
The information shown on the card is posted to the Summary Service
Card and the Registration Card. The basic case records are in the
case folder retained in the County Health Department. The Hospital
Adnission Card is ecnsidered nonerecord within the meaning of the
statute governing non-record materigl. (Art. L1, Sec. 155, Anno-
tated Code of 1951)s ‘

3.| POLIO REPCHT CARD

Forn No.: s;.U.S. Pubuc Health Service Fom
Sizas (Postcard) -
Quantitm nasa than § cuble foot .

File Arrangements Byyearandalpbabatical thenein
Datess 1937 = = ..
Anmual Accumulation: ¢two linear inches 4
Indoxed: Registration Card (Item 1)

Disposable Anounts Less than & cubic foot

This is a U.S. PubucﬂealthServieefomnaedtoreportmcmn-
municable disease to ths local health officers. The Division of
. Communicabls Diseages receives the original from the -local departe

ment and retains it for three years. The copy recaived by the
Crippled Children's NMvision is considered non-record within the
‘meaning of the statuts governing non-record material (Art. 11, Sm:.
155, of the Annotated Code of 1951).

APPROVED
HALL OF RECORDS COMMISSION

k| CLINIC REP(RT

Form No.t SCC-12 : 4 ‘
Sizes B83* x 1®
-Quantity: 1 linear foot

Datess 1952 « « - ’
File Arrangement: by County eand chronological therein
Annual Accwmilations L linear inches

This form 48 prepared by the County Health Ciinic and forwarded to

the Division. It shows riames of patients seen, mother's and tat.har'b |
namss, address, sex, race, age, diagnosis, treatments and recom=-
mandations, and whether or not the patient is to return. The form
is used to prepars snnual statistical reports to the U,S. Children's

Bureau, post to ths individual Summary Service Card, and for othsr
statistical reporting.

RECOMMERDATIONs. RETAIN FOR THREE YEARS AND THEXN DESTROY.
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5. Description of Records 6. Recommendation
4. Describe records accurately. Include title, form number, size of documents, of Hall of Records
and Board of Public

‘em work or activity to which the records relate, inclusive dates, ond quantity
o- {cubic or linear feet). Show recommended retention period. Works.

S.| SUMMARY OF CLINICAL HOPES

Sizes 83" x 11"
Quantity:s 2 cubic feet'

Datess 1950 - -
File Arrangements by County and c}mological therein

Annual Accumilation: § cubie foot
Disposable Asmounts 1 cubic foot

‘| These are clinical notes mads by the docter during the patisnt's
treatment or interview., The same information is added to ths patient's

case fils in the County Health Department., The notés in the Summary
rnaareusedformadyreremcepm'posesfortmeeyearaandhave

no value thereafter. ,
RECOMMENDATIONs RETAIR FOR THREE YEARS AND 'mm DESTROY.

APPROVED
HALL OF RECORDS COMMISSION

6{ REQUISITIONS

Form No.s BM-9
Sizes S® x 8%
Quantitys 2 drawers (1 cubdc foot)

. Datess 1953 - =
_ File Arrangements Alphabatical by name of patient
Auditeds No '

Thiecopyotthemqﬂaiﬁoniaret&medtrythemmmgsacheck
on deliverye. Thsmcordmﬂauditeopyistﬂedinthe&cc;omung

Division of the Burean of Management (Schedule , Item The
copy of the requisition in this Division is considered non=record

within the meaning of the statute governing none-record material (Arth
L1, Sec. 155, Annctated Code of 1951).

74 GENERAL CORRESPONDENCE {DIVISION CHIEF'S FILE)
Quantitys 3 drawors

Datess 1950 « -

"File Arrangements: Snbectandalphahstiealtherein
Ammual Accumulations draver

' Disposable Amounts 2 cubdc foot

Correspondence ccncerned with the functions of the Division. It is
with Federal, State, local and othsr state agencies, hospitals,

doctors, manufacturers of orthopedic equipment, professional and
civic organigations, ete.

RECOMMENDATIONs RETAIN FOR THREE YEARS, AND THEN DESTRCY. , .

. -
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Drte .

\6{;’ see 6 e
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5. Description of Records 6. Recommendation
4. , Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘m work or activity to which the records re\ate inclusive dctes, and quantity and Board of Public
’ (cubic or linear feet). Show recommended retention period. Works.
8.| OEMERAL CORRESPONDENCE S
1%
Qua.ntityt 3 drawars (h% cubic feat) . L =2
Datess 1950 = = o Q §
File Arrangements Sub:}ect and alphabetical therein w o
Annual Accumilation: 1 cubtdc foot L . > <
- Disposable Amount: 2 cublc feet ‘ =1
2 Qg
\ " | Correspondence concerned with the functions of the Division. It is a 8
with Federal, State, local and other state agencies, professional == .
and civic organizations, patients, parents, physicians, hospitals, =~
Q
’ -
~
<<
fos

appliance manuracturers, ete,
RECOMMENDATION RETAIN FOR THREB YEARS 'AND THEN DESTROY




